
 Class Code 2027 
 

REAL ESTATE ASSET MANAGER 
 
DEFINITION 
 
Under direction, is responsible for coordinating all of the real estate activities involved with the 
acquisition, maintenance, management, leasing, selling, and redevelopment of property; 
performs related tasks as required. 
 
EXAMPLES OF WORK (Any one position may not include all of the duties listed, nor do the 
examples cover all of the duties that may be performed.) 
 
Manages real estate projects for the purpose of land development of City owned properties, 
economic development/redevelopment, and disposition of surplus City owned properties; 
 
Leases and manages City owned property; creates opportunities for generating revenue and/or 
“building neighborhoods” by efficient use of the City’s real property assets; 
 
Acquires, manages, and redevelops City owned property; 
 
Administers third party acquisitions; 
 
Provides technical assistance on real estate matters; 
 
Develops policies and procedures related to the operation and administration of urban 
development and real estate activities; 
 
Prepares correspondence for signature of supervisor; 
 
Manages and monitors the progress of Capital Improvements Projects, redevelopment projects, 
and other federal, state, and locally funded projects; 
 
Prepares and monitors contracts for real estate management, maintenance, sale, and/or lease of 
City owned property; 
 
Conducts discussions with potential redevelopers and explains property restrictions; discusses 
property proposals with redeveloper; frequently contacts redeveloper to make certain contract 
will not be delayed; 
 
Manages and monitors the selection process of developers for the purchase of City owned 
property; 
 
Coordinates with developers, public officials, neighborhood groups, and other City departments 
on redevelopment of City owned property; 
 
Assembles, reviews, and verifies all documentation necessary for the sale of property, such as 
surveys, deeds, contracts, investigation reports, capability of redeveloper to undertake project, 
appraisals, titles, and justification of fair market value of property; 
 
Supervises and participates in development research on all City owned property; 



Coordinates with the appropriate City staff for the maintenance and management of City owned 
properties; 
 
Coordinates with City, state, county, and federal agencies concerning policies and procedures for 
the Office of Land Management; 
 
Prepares documents and writes legislation to comply with the City and state regulations; 
 
Provides due diligence development information for marketable properties such as zoning, 
utilities, and environmental issues. 
 
GUIDELINES FOR CLASS USE 
 
The Real Estate Asset Manager is concerned with expediting all activities related to acquiring, 
managing, and redeveloping city owned property. 
 
MINIMUM QUALIFICATIONS 
 
Possession of a bachelor's degree and five (5) years of experience in real estate management, 
acquisition, and/or redevelopment.  Substitution(s):  A master's degree may be substituted for 
one (1) year of the required experience. 
 
Possession of a valid motor vehicle operator's license. 
 
KNOWLEDGE, SKILLS AND ABILITIES 
 
Thorough knowledge of real estate principles; considerable knowledge of administrative 
procedures; considerable knowledge of all applicable laws and guidelines regarding real estate 
acquisition, disposition, and redevelopment, including residential and business relocations; 
considerable knowledge of contract law; considerable knowledge of real estate development, 
leasing, and management; general knowledge of engineering, construction, and architectural 
plans and methods; general knowledge of research methods; general knowledge of budgetary 
practices and principles; general knowledge of management practices and principles; ability to 
manage multiple projects; ability to work independently and as part of a team; ability to operate 
a personal computer and related software; ability to write and speak effectively; ability to 
develop and maintain effective working relationships with others; ability to win and retain 
confidence and cooperation of property owners; ability to organize and plan large scale work 
projects; ability to prepare comprehensive technical reports. 
 
Probationary Period: 365 Days 
Examination: Noncompetitive 
 
Class Code: 2027 
Job Family: Administrative 
EEO Job Category: Professional 
Compensation Plan: CMAGE/CWA 
Salary: Grade 57 
 
Class established: 03-06-68 
Current spec: 12-15-03 
Commission action taken: Revise/Retitle (Development Project Coordinator (Urban Renewal)) 
Last reviewed: 12-15-03 


